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ABSTRACT 

This teacher's guide is one of a series of 
publications focusing on the occupational preparation of persons with 
special education needs. The material was developed and tested by 
cooperating teachers over a period of three years. Task analysis 
information is presented using occupational descriptions from the 
Dictionary of Occupational Titles, covering entry level occupations 
generally available in Michigan. Instructional task modules are 
presented in detail under the headings: behavioral task 
knowledges/task skills,, instructional methods, task-related 
competencies, instructional materials, basic information for 
cooperative teaching (language of the task and quantitative 
concepts), and suggestions. An instructional materials bibliography 
is included, followed by two appendixes, an instructional materials 
code indicating probable learning sensations, and a task-related 
competencies code. This guide describes 16 tasks common to the food 
preparation and service occupational cluster together with 6 tasks 
for three selected entry occupations in the baking and, pastry 
subcluster, 10 tasks for five selected entry occupatio'ns in the food 
preparation subcluster, and 10 tasks for four selected entry, 
occupations in the food service subcluster. (SA) 
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This teacher's guide is one 
of a series of publications 
focusing upon the occupational 
preparation of persons with special education needs. 
It is intended to be used jointly by concerned teachers 
as they work collectively to serve students with unique 
educational problems. Developed and tested by coopera-^ 
ting teachers/ these materials represent the culmination 
.of three years of intensive listening, communication, 
cooperation, and positive action between vocational and 
special education teachers. If the exciting ideas in 
these pages are actively and cooperatively implemented, 
the impact upon our young people could well be tremendous. 
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CLUSTERED OCCUPATIONS 

CLUSTER: FOOD PREPARATION AND SERVICE 



OE PRO- 
GRAM CODE 


SUBCLUSTER TITLE 


D.O.T. 


OCCUPATIONAL TITLES 


17.2901 


Baking and Pastry j 


*313.884 
*520.884 
313.381 


■ Baker Helper 
Bench Hard 
Pastry Cook 


, 17.2902 


Food Preparation 


*313.381 
317.887 
317.884 
314.381 

■--318.887 


/■ 

1 ; 

Cook . 

Cook Helper . . ■ 
Sandwich, Man/Girl 
Cook, Short Order 
Kitchen Helper 


17.2904 


Food Service 


311 .878 
*31 1.878 
*355.878 

310.868 


Bus Boy/Girl 
Waiter/Waitress 
Tray-Line Worker 
Host/Hostess 

■*Key Analysis Occupation 
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DICTIONARY OF OCCUPATIONAL TITLES 



The following is a list of occupational ^descriptions taken from the 
third edition (1965) of thi^ Dictionary of Occupational Titles . These 
represent the key analysis occupations for the Food Preparation and Service 
Cluster. * . ^. <-* 

Each occupational title represents an entry-l'evel occupation which is 
generally, available (in demand) across the state of Michigan at the present 
time. However, teachers and curriculum planners must carefully study the 
generalizability of this information/data to the specific community. Local 
or regional manpower information and data must be carefully reviewed and 
analyzed in making decisions related to local vocational programs offerings 
and specJfic curriculum or course content, 

313.884 BAKER HELPER Assists Bakers by' performing any 
combination of the following duties in bread- 
baking department: Carries and distributes , 
supplies, such as flour, shortening, and baking 
pans. Mixes, kneads, or shapes dough for bread, 
rolls, muffins, or biscuits. Cuts dough into 
uniform portions. Greases pans used to mold or 
bake breads and lines pans with waxed paper. 
Places pans of dough into oven to bake. Removes 
baked products from oven. Cleans bakery utensils, 
equipment, and work area. Performs other duties 
as described under Helper. 

520.884 BENCH HAND Forms dough for bread, -buns, and other 
bakery products: Rolls dough to desired thickness 
with rolling pin or guides dough through rolling 
machine. Sprinkles flour on dough and workbench 
to prevent dough from sticking. Kneads dough to 
eliminate gases formed by yeast . Cuts dough into" 
pieces with knife or handcutter. Adds spices, 

^ fruits, or seeds when making special rolls or breads. 

Weighs pieces on scales and keeps record of produc- 
tion. Places dough in baking pans. May cut dough / 
into bun divisions by machine. May form dough into 
special shapes and add fillings or flavorings. 

313.381 COOK Prepares, seasons, and cooks soups, , meats, 

vegetables, desserts , and other foodstuffs for con- 
sumption in hotels and restaurants: Reads menu „to 
establish food requirements and orders food from 
supplier or procures it from storage. Adjusts 
thermostat controls to ref;alate temperature of ovens, 
broilers, grills, roas*:<irs, and steam kettles. 
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313.381 COOK, continued. 



Measures and mixes ingredients according to recipes, 
using variety of kitchen utensils and equipment, such 
as blenders, mixers, grinders, slicers, and tenderizers, 
to prepare soups, salads, gravies, desserts, sauces, 
and casseroles. Bakes roasts, broils, and steams meats, 
fish, vegetables, and other foods. Adds seasoning to 
foods during mixing or cooking, according to personal 
judgment and experience. Observes krid tests food being 
cooked by tasting, smelling, and piercing with fork to 
determine that it is cooked. Carves meats, portions 
food on serving plates, adds gravies and sauces, and 
garnishes servings to fill orders . May .supervise other 
cooks and kitchen employees. May wash, peel, cut, and 
shred vegetables and fruits to prepare them for use. 
May but:cher chickens, fish and shellfish. May cut, 
trim, and bone meat prior to cooking. May bake bread, 
rolls, cakes, and pastry (Baker). May price items 
on menu. 



318,887 KITCHEN HELPER Performs any combination of the following 
duties to maintain kitchen work areas and restaurant equip- 
ment and utensils in clean arid orderly condition: Sweeps 
and mops floors. Washes worktables, walls, refrigerators, 
and meat blocks. Segregates and removes trash and garbage 
and places it in designated containers. Steam-cleans or 
hose's-out garbage cans. Sorts bottles and breaks dispos- 
able ones in bottle-crushing machine. Washes pots, pans, 
and trays by hand or places them in racks or on conveyor 
to dishwashing machine. Places silver in revolving bur- 
nishing machine tumbler, dips it in chemical solutions, holds 
it against buffing wheel, and rubs it with cloth to remove 
tarnish and restore luster. Holds inverted glasses over 
revolving brushes to clean inside surfaces. Transfers 
supplies and equipment between storage and work areas by 
hand or by use of handtruck. Sets up banquet tables. 
Washes and peels vegetables, using knife or peeling machine. 



311.878 WAITER/WAITRESS Serves food to patrons at counters and 

, tables of coffeeshops, lunchrooms, and other dining estab- 
lishments where food service is informal: Presents menu, 
answers questions, and makes suggestions regarding food 
arid service. Writes order on check or memorizes it. 
Relays order to kitchen and serves courses from kitchen and 
service bars. Observes guests to fulfill any additional 
request and to perceive when meal has been completed. Totals 
bill and accepts payment or refers patron to Cashier II 
(clerical). May ladle soup, toss salads, portion pies and 
desserts, brew coffee, and perform other services as 
determined by establishment's size and practices. May clear 
and reset counters or tables at , conclusion of each course. 
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355,878 TRAY.-LINE WORKER Prepares and delivers food trays to 

hospital patients, performing any combination of following 
duties on tray line: Prepares trays by placing on them 
such items as silver, fruit juice, sugar, cream, milk, and 
butter, filling vacuum bottles with coffee, and apportion- 
ing food servings according to diet list. Places servings 
in blender to make foods for soft or liquid diets. 
Examines filled tray for completeness and places on cart 
or dumbwaiter. Pushes carts to halls or ward kitchens. 
Serves trays to patients. Collects dirty dishes, stacks 
them on cart, and returhs cart to kitchen. Washes dishes 
and cleans work area, . tables, cabinets , and ovens.. Collects 
and carries trash and garbage to designated containers.. 
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CLUSTER COMMONALITY ANALYSIS 



Food Preparation and Service Cluster 

COMMON CLUSTER TASKS (CT) 

SUBCLUSTERS 
(FPS) 

• INSTRUCTIONAL TASKS 

CTOl Maintain a safe working environment 

CT02 Understand basic first aid procedures 

CT03 Practice fire safety and fire fighting 

CT04 Inventory food, supplies, and utensils 

CT05 Store food correctly in proper storage areas 

CT06 Transport dishes, trays, and pans safely 

CT07 Clean and sanitize work areas 

CT08 Interpret recipes 

CT09 Weigh and measure ingredients 

CTIO Mix ingredients according to recipe 

CTll Prepare and serve -beverages 

CT12 Fill beverage dispensers 

CTl3 Prepare, store, and serve salads 

CT14 Grease and prepato pans 

CT15 Portion and prepare to serve pies and desserts 

CT16 Wash pots', pans, and utensils 



SUBCLUSJER COmONALITY ANALYSIS: 

Baking and Pastry (BP) 



INSTRUCTIONAL TASKS 

BPOl Prepare, form and bake yeast bread 

BP02 Prepare and bake muffins, quick loaf 

breads, and biscuits 
BP03 Prepare pie crust 

BP04 Prepare, bake, and store cookies 

BP05 Prepare, bake, store, and portion cake 

BP06 Ice and frost cakes 



SELECTED 
ENTRY 
OCCUPATIONS 
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X - Essential skill 
o - Desirable skill 
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SUBCLUSTER COWONALITY AflALYSISr 

Food Preparation (FP) 



'• . 


ENTRY 
OmiPATTONS 

INSTRUCTIONAL TASKS 


COOK 


.COOK HELPER 


SANDWICH MAN/GIRL 


COOK, SHORT ORDER 


KITCHEN HELPER 


FPOl 


Prepare vegetables 


X 


X 






X 


FP02 


Prepare sandwiches 






X 


X 




FP03 


Prepare soups 


X 


X 








FP04 


Prepare fruits 


0 


X 








FP05 


Prepare meat,, poultry, and seafood for 

cooking 
Bread food items 


X 


X 








FP06 


0 


X 








FP07 


Scrape dishes 
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FP08 


Load, operate, and unload dishwasher 
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FP09 


Operate a garbage disposal 
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FPIO 


Clean and sanitize kitchen equipment 
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X 



X - Essential skill 
o - Desirable skill 
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SUBCLUSTER COMMONALITY ANALYSIS: 

Food Service (FS) 



SELECTED 
• ENTRY 
OCCUPATIONS 

INSTRUCTIONAL TASKS 
FSOl Set-up and prepare tables 
FS02 Set individual covers properly 
FS03 Greet and serve restaurant customers 
FSG4 Service supplies in the dining room 
FS05 Clear and/or bus tables 

FS06 Clean and sanitize dining room and 

service equipment 
FS07 Assist in servicing a buffet service 

FS08 Replenish food at service bar 

FS09 Assist in servicing a cafeteria line 

FSIO Operate a cash register 



Essential skill 
Des irahl e s JcTll " 



X - 

o - 
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Food Preparation and Service Cluster 



COMMON CLUSTER TASKS 



subcluster: baking and pastry 



subcluster: food preparation 



subcluster: food service 




COMMON 
CLUSTER 
TASKS 



INSTRUCTIONAL TASK MODULES 



CTOl Maintain a safe working environment 

CT02 Understand basic first aid procedures 

CT03 Practice fire safety and fire fighting 

CT04 Inventory food, supplies, and utensils 

CT05 Store food correctly in proper storage areas 

CT06 Transport dishes, trays, and pans safely 

CT07 Clean and sanitize work areas 

CT08 Interpret recipes 

CT09 Weigh and measure ingredients 

CTIO Mix ingredients according to recipe 

CTll Prepare and serve beverages 

CT12 Fill beverage dispensers 

CT13 Prepare, store, and serve salads 

CT14 Grease and prepare pans 

CT15 Portion and prepare to serve pies and desserts 

CT16 Wash pots, pans, and utensils 
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IIMSTRUCTIONAL TASK MODULES 



FPOl Prepare vegetables 

FP02 Prepare sandwiches 

FP03 Prepare soups 

FP04 Prepare fruits 

FP05 Prepare meat, poultry, and seafood for 

cooking 

FP06 Bread food items . 

FP07 Scrape dishes 

FP08 Load, operate, and unload dishwasher 

FP09 Operate a garbage disposal 

FPIO Clean and sanitize kitchen equipment 
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INSTRUCTIONAL TASK MODULES 



FSOl Set-up and prepare tables 

FS02 Set individual covers properly \ 

FS03 Greet and serve restaurant customers 

FS04 Service supplies in the dining room 

FS05 Clear and/or bus tables 

FS06 Clean. and sanitize dining room and 

service equipment. 

FS07 Assist in servicing a buffet service 

FS08 Replenish food at service bar 

FS09 Assist in servicing a cafeteria line 

FSIO Operate a cash register 
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Bib. Ref. No. 
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Company Name /Address 

American Institute of Baking 
400 East Ontario Street 
Chicago, Illinois 60611 



American Can Company 

(Home Ec. & Consumer Service) 

100 Park Avenue 

New York, N.Y. 10017 



Title 

"Modern Sandwich Methods 
for Quantity Food Service" 



"About Cans"; 
"Purchase and Use of 
Canned Foods" 



National Canners Association Can Size charts 

Consumers Service Division 
1133 12th Street, N.W. 
Washington, D.C. 



American Tea Company 
New York, N.Y. 

Associated Films, Inc. 
501 Madison Avenue 
New York, N.Y. 10022 

Doubleday & Co. , Inc. 
501 Franklin Avenue 
Garden City, N.Y. 



"Time for Tea" 



"The Ballad of Soup du Jour" 



The Art of Salad Making 



Continental Coffee Co. , "Coffee Around the Clock" 

Consumer Education Division 
31725 Stephenson Hwy. 
Madison Heights, Michigan 



The Diversey Corp. "The Invaders" 

100 W. Monroe 
Chicago, Illinois 



Economics Lab. , Inc. ' 
250 Park Avenue 
New York; N.Y. 10017 
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"Food Equipment Sanitation - 

Cleaning Procedures" 
"HowCIean toClean" 
"One Chance" 

"Sanitation of Food Service 
Establishments" 



10. 



Engleman Films 

Division of 3M 

2501 Hudson Road 
; St. Paul, Minnesota 55119 



"How About That Bakery" 



11. 



General Foods Corporation 
250 North 

White Plains, N.Y. 10605 



"What Makes A Good Salad?" 



12. 



General Mills, Inc. 

400 Second Avenue, South 
Minneapolis, Minnesota 55440 



Food Preparation Booklets 
(Betty Crocker) 



13. 



H.J. Heintz 
Box 57 

Pittsburgh, Pa 15230 



"The Song of Salad Secrets" 



14. 



Hospital Research and Education Trust Being a Food Service Workei 
840 North Lake Short Drive 
Chicago , Illinois 60611 



15. 



-American Vegetable Corporation 
Iceburg Lettuce Association 
California 



pictures 



16. 



Johnson Wax Company 

Consumer Education Center 
1525 Howe 
Racine, Wisconsin 



'Floor Surfaces" 



17. 



^McGraw-Hill Book Company 
; 330 W. 42nd Street 
New York, N.Y. 10036 



Professional Restaurant 
Service 



18. 



Michigan State University 
Coop Extension Service 
317 B. Boulevard Bldg. 
Detroit, Michigan 



"How to Prepare and Serve 

Vegetables" 
Food Shopper Guide 
vegetable bulletins 
Safe Food publications 



19. 



Michigan Department of Health 
3500 N. Logan 
Lansing, Michigan 



First Aid and Emergency 
Procedures in Schools 
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Modern Marketing Programs 

National Baking Association 
Kansas City, Missouri 



National Restaurant Association 
Educational Department 
1530 N. Lake Shore Drive 
Chicago, Illinois 60610 



National Education Association 
National Commission of Safety 
1201 Sixteenth Street, N.W. 
Washington, D.C. 20036 



Prudential Insurance Company of 
America 

Prudential Plaza 
P.O. Box 594 
Newark, N.J. 07101 

Reader's Digest Publishing Co. 
Philadelphia , Pa 

Standard Brands, Inc. 
625 Madison Avenue 
New York, N.Y. 10022 

Medical Film Library 
3M Company 
2501 Hudson Road 
St. Paul,. Minn. 55119 



Food Service Industry Training 
Program Facilities 
U.S. Department of Health, 
Education and Welfare 
Office of Education 
Washington, D.C 



Awrey Bakery, Inc. 
5283 Tueman Avenue 
Detroit, Michigan 48204 



"Cool Head for Salads" 
cutting charts * 

"Work Smart Stay Safe" 
"The Angry Flame" 
"The Unwanted 4" 
"Rodent Control" 

fire safety posters 
safety chart 

Handbook of First Aid 
posters and recipe booklets 

Food Service Industry 

publications on safe foodj 

"The Story of Bread" 
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102 



Robert Haines 

American Technical Society 

Chicago, Illinois 60637 



Lendal H. Katschevar 



Joseph Amendola 
Hayden Book Co. 
Rochelle Park, New Jersey 



Food Preparation for 

Hotels, Restaurants > and 
Cafeterias 



Eighteen Lessons in a 
Variety Food Production 



Baker's Manual for Quantity 



Baking and Pastry 



"Mr. Dishwashing" 



Libby s Shop and Serve 
Salad Series 



Hearst Corp. Pub. 
New York, N.Y. 



Good Housekeeping Golden 
Treasury of Cookbooks 



Lillian Langseth Christensen 
Carol Sturm Smith 
Grosset Dunlop Publishing Co. 
New York, New York 



Complete Kitchen Guide 



Proctor & Gamble Co. 
P.O. 14009 

Cincinnati, Ohio 45214 



Teaching Aides on Fats & 
Oils, Cake Selection & 
Dishwashing 
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Appendix 



Instructional Materials Code 



Task-Related Competencies Code 



INSTRUCTIONAL MATERIALS CODE 



MEDIA CODE/ INDEX 

Probable Learning Sensations 



Code 


Media 


Vis. 


Aud. 


Tac. 


Kin. 


Ole. 


Sav. 


1 


Demonstration with real objects/materials 


X 


X 


X 


X 


X 


X 


2 


3-D models - Mockups 


X 


X 


X 


X 


X 


X 


3 


Gaines - Simulators ' 


X 


X 


X 


X 


X 


X 


4 


Sound/Slide Programs 


X 


X 










5 


Filmstrip - Cassette/Record 


X 


X 










6 


TV - Broadcast f Closed Circuit 


X 


X 










7 


Video and/or Audio Recorder 


X 


X 










8 


Film, 16cim - BW/Color, Sound 


X 


X 










9 


Film loop/ 8nBn 


X 












10 


Filmstrip 


X 












11 


Slides 


X 












12 


Overhead transparencies 


X 












13 


Books r Magazines / Texts » Booklets 


X 












14 


Pamphlets, Brochures , Manuals, Workbooks 


X 












15 


Newspapers, Cartoons 


X 












16 


2-D Displays , Charts , Graphs , Posters 


X 












17 


Drawings, Photographs, Schematics, Maps 


X 












18 


Opaque Pro j e c tual s 


X 












19 


Telephone , I ntercom 




X 










20 


Other, specify 















BIBLIOGRAPHY REFERENCE 

. . . complete ordering information for each of the commercially or teacher^ 
produced instructloned materials may be obtained by checking this reference 
number in the Instructional Materials Bibliography located in the back of the 
O luster Guide. ■■: 
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TASK-RELATED COMPETENCIES 



The task^related competencies are a surmation of the specific skills, 
understandings , and/or attitudes that are necessary to satisfactorily 
accomplish the instructional tasks found in the ten cluster guides^ The 
following listing is used for interpreting the Task-Related Competency 
code, numbers found on each task sheet. A more detailed description of 
each of the identified competencies can be found either in the Program 
Guide or the Project Handbook. 



A. SKILLS BASED ON KNOWLEDGE 

1. Name one or more items 

2. Request supplies and/or equipment 

3. Check for accuracy and, if necessary, require correction 
of self and/or others 

4. Discriminate sound cues, recognize normal sound as opposed 
to abnormal sound 

5. Identify color 

6. Identify form, size, shape, texture 

7. Sequencing - Respond by pre-determined plan 

8. Write identifying information of persons, places, and/or 
objects , serial no., weight, and/or types of products on 
slips or tags, etc. 

9. Obtain information through sight, shape, size, distance, 
motion, color, and other unique characteristics 

10. Discriminate olfactory cues 

B. CONCEPT OF NUMBERS BASED ON KNOWLEDGE 



■1. Ordinal 

2. Cardinal 

a. read numbers and/or copy 

b. count and/or record 

3. Make change (money) 

4. Measure 

a. distance 

b. weights - volume - balance 

c. liquids - solids 

d. time, (measurement of) 

e. degrees of circle 

f. temperature, pressure and humidity 

g. torque 

h. electricity 
1. plumb - level 

5. Perform simple addition and/or subtraction 

6. Perform simple multiplication and/or division 
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TASK-RELATED COMPETENCIES, continued. 



C. COMPREHENSION AND PERFORMANCE 

1. Forms 

a. write 

b. file, post and/or mail 

2. Match 

a. duplicate 

b. sort 

3. Check lists and/or fill out report forms 

4. Time awareness 

5. Follow verbal symbol and/or written direction 

6. Recognize words (not numbers) or ability to read and/or write 

7. Depth perception 

8. Ability to select most appropriate solution 

9. Concept of distance 

*j 

D. SKILLS BASED ON PHYSICAL ABILITIES 

1. Fine Coordination 

a. coordinate eyes and hands or fingers accurately 

b. make precise movement 

c. move fingers to manipulate objects 

d. move hands skillfully - placing and. turning motion 

e. coordinate hand and foot 

f. feeling - perceiving objects and materials as to size, 
shape, temperature, moisture content, or texture by means 
of touch 

2. Strength (lifting, carrying, pushing, and/or pulling) 

a. sedentary work, 10// occasionally lifting and/or carrying 
small items such as tools, etc. 

b. light work, 20//, requires a significant amount of 
standing or walking 

c. medium work, lifting 50//, frequent lifting and carrying 
objects weighing 25// 

d. heavy work, frequent lifting and/ or carrying up to 50// 

e. very heavy work - lifting objects in excess 100//, lifting 
and/or carrying objects weighing 50// or more 

3. Gross Coordination (climbing and/or balancing) 

a. maintain body equilibrium to prevent falling when walking, 
standing, crouching, or running on narrow, slippery or 
moving surfaces : 

b. ascend and descend ladders, stairs, scaffolding, 'ramps, 
poles, ropes, using feet and legs and/or hands arid arms 

c. rieaching - extending hands and arms in any directions 

d. crawling - moving on knees or hands and feet 

e. kneeling - bend legs at knees to rest on knee or knees 

f . stooping - bend dovmward and forward by bending legs 
and spine . 

g. bending - downward and forward by bending at the waist 



